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JUST THOUGHT. YOU MIGHT BE 
INTERESTED IN: THE THOUGHTS OF 


"ONE Dpo "CLERICAL. " SINCE: THE 
SCARLET LETTER. mon WILL BE 
APPEARING ON SEVERAL CLERICALS 4 
ee THOUGHT YOU NIGHT KNOW THE 
MEANING. me IT. 


FROM: 


ROOM NO. BUILDING 


S5E~-2515 


FORM NO. 241 | REPLACES FORM 36-8 
{FEB 55 WHICH MAY BE USED, 
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103. In this agency have you ever had'a female Supervisor? 
be Yes 
Go 
104. In this agency have you ever had: a black supervisor? 
a. Yes. 
oO 
~ oO ro) : = 
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105. This attitude Survey could 
ae be an effective means of 
communicating feelings 
about important issues: to 
management. 1 2 3 (Y 5 6 
106. Now that you have answered the above, please feel free 
_ to write succinctly on any of the above topics and others 
affecting Agency and DDO Management that may not have 
been included about which you feel particularly strongly 
-and on which you have Suggestions for improvement or 
corrective action. Comments from individuals disagreeing 
with items 6, 8, or 31 are especially invited. 


I AM QUITE DISPLEASED ABOUT THE. "CLERICAL" SITUATION. IN FACT, I 

ae DETEST BEING CALLED A "CLERICAL™ HAVING WORKED IN STATE GOVT. FEDERAL 

4 GOVT, PRIVATE ENTERPRISE AS A LEGAL SECRETARY, ONLY TO BECOME A "CLERICAL 
=FOR CIA. I THINK SOMETHING SHOULD BE DONE FOR THE TRULY EXECUTIVE SECRE- 

TARY. NOT ONLY IN TITLE BUT ALSO IN GRADE- TI WORK FoR A SUPERGRADE THOUS 
AN STILL CONSIDERED A "CLERICAL." I THINK THE EXECUTIVE SECRETARIES 

RE AS MUCH IF NOT MORE IMPORTANT THAN THE SO-CALLED “PERSONNEL ASSISTANT 

R "ADMIN ASSTS" WHO ARE CLASSIFIED AS PROFESSIONALS AND WHO -ARE STILL 

N THEIR LEARNING STAGES. EXECUTIVE SECRETARIES POSSESS CERTAIN SKILLS, 

ACTS. “ABILITY TO GET ALONG WITH OTHER PEOPLE, GENERALLY LIKE PEOPLE, 

RE FLEXIBLE AND DO.NOT MIND PUTTING FORTH A LITTLE EXTRA EFFORT AND TINE 

HEN NEEDED. WE TAKE ON ADDITIONAL RESPONSIBILITIES, TAKE TIME TO MAKE 

HE OFFICE MORE PLEASANT AND GIVING LITTLE ADDED PERSONAL ATTENTION To 

AKING THE BOSS'S DAY. . WE KNOW BRBEEEN WHEN TO REFER DIFFERENT PROSLENS 

0 OTHER OFFICES AND HOW TO HANDLE DIFFICULT OR INSISTENT PEOPLE. & LITT 


“CHARM GOES A LONG WAY IN ANY OFFICE. 
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ACTUALLY, I LOVE WORKING FOR THE AGENCY. TI WOULD N ISTDE 

MAKING A MOVE TO ANOTHER POSITION, BUT I DO THINK THE Move ce 

COULD STAND SOME LOOKING INTO. AS LONG AS YOU ARE MOVING UPUARD.” 

YOU GO FROM SAY 4/4 TO 10/3 OR 12/5°70 43/4. HOWEVER, WHEN YOU ape 

SLOT BOUND, YOU WAIT FOR TWO AND THEN THREE YEARS BETWEEN STEPS anp 

WHEN THE REACH STEP 10, YOU'VE HAD IT~ -I DO NOT BELIEVE IN DIScon- 

TINUING THE PSI WHEN YOU REACH STEP 10 BECAUSE ANYONE SHOULD Know. 

THAT JUST BECAUSE YOU HAVE REACHED STEP 10. YOU DO NOT CONTINUE To 

LEARN OR,GROW ANY LESS IN WORTH. EFFICIENCY. IN FACT, YOU SHOULD 

BE EVEN®VALUABLE-’ I KNOW THAT I HAVE ACQUIRED MUCH KNOWLEDGE tN 

nY PRESENT POSITION AND LEARN MORE EACH YEAR. I FEEL I SHALL CONTIRGS 

TO BE ABLE TO TAKE ON ADDED RESPONSIBILITIES AS I INCREASE NY. KNOWLEDES 
OR PROCEDURES, REGULATIONS, WORKINGS OF THE OFFICE. ETC. HOWEVER. 7 

AM GETTING NEAR THE END OF MY ROPE. 7/10. AND THERE IS NOT MUCH INCEK- 

TIVE TO KEEP TRYING. THERE ARE ONLY THREE & SECRETARIAL SLOTS IN THE 

DIVISION AND ONE 5. I THINK WE SECRETARIES ARE MORE DESERVING AND 

IMPORTANT TO THE AGENCY THAN WE ARE GETTING CREDIT FOR BEING. 

JUST WHERE WOULD THEY BE WITHOUT THE SECRETARIES? UE ARE A VERY Inpos- 
TANT COG IN THE WHEEL AND THEY SHOULD RECOGNIZE IT AND LET US KNOW 
“THAT WE ARE NOT FORGOTTEN AFTER ALL. 5 
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LETTER OF INSTRUCTION: [ 


“as Secretary to: Chien , East Asia Support Staff, your ca 
immediate supervisor..is. the: ‘Chief, East Asia Support. Your | 
Je seo ne ere ae ae Se are. as pO NteMS s. -* ek Bo ees 


7 ae ‘at: he: rprftee ‘in ie noma a Peg tepers 

ae to-have the ‘safes. opened, mail picked up, and other 
similar duties performed so that. there is an oateryy, ayer 
- ing of Bus tages: / ; : he te 


- bs “Establish. ne maintain office procedures, Sede 
and records. Since you have responsibility fer keeping 
the regulations up to date, I expect you to -be familiar 
_with the various regulations which apply to the Support 


' elements in order to provide 
our units 7 VIUM igh turnover rate) with 


assistance in researching the various regulations which 
- apply in certain cases. ‘ This includes DDO regulations and 
Standardized Regulations as well.as Agency regulations. 
You should also be familiar with unique East Asia j 
concerning our stations such as Vietnam, ee] 25X1 
whe re.. certain special benefits are spEee ates : i 
Ca Prove. puodance to all components of the Staff 
relating: to the preparation of correspondence, cable .and 
_telepouch procedures, and tra ansmittal of pouch Wie 
to the field. Stations. Sante - 


. a eee a Pcmeonetegiear: filing system of all . 
correspondence which I originate, making appropriate 
notes for suspense.items, and keeping me informed of the 
Status of pending cases. ps 


Recor and. review “correspondence tO me, research- 
ing ct attaching background information as appropriate. 


ar 
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ae Maintain elése ekane. relationship with the 
Division and Stare sonora Pe a 


eae As an “Administrative Assistant: AE 
as Rev aw travel oe. for: er eer OF ‘ensure 
o that appropriate officials are included when special pro- 
visions are included in the travel-orders requiring their 
‘approval,: and also-ensuring that Chief, East Asia Division 
_ Signs those travel orders requiring his approval. You will 

- ing to my-attention travel orders on those individuals: 


Also, you are responsible for preparing the quarterly. report 
to the SSA/DDA COR tn er TDY travel of ce eae as re- 
quired. mt : ca ad 


b. shrvanee: appointments ‘ead igh SoReNGES Have-a 
general knowledge of what is to. be discussed and material 
needed, 


c. You are nesponsible for. ‘scheduling conferences £or 95x1_ 
the East Asia Conference: Room. 


e. You will also monitor the Blood Donation Program. 
You are to notify branches and staffs of the date of the 
pa tea eres securing donors and sending list to appropriate 
ffice for scheduling SDPO ENERGIE Re 


a Toa ah ‘contact the appropriate Support unit pass- 
ing information from the Front Office in regard to particu- 
-lar es Sc ; 


g. You are Hecconcin ts for) Securing Reserved Parking 
Permits for visiting Chiefs of Station. Also you will 
monitor the East Asia Division Reserved Parking Permit list, 
alerting me to changes affecting the distribution of the 
permits. You are also responsible for ordering cars for 
visiting dignataries‘as requested by various components. 
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te a Now are eceagnele le ‘for the care Sad. mainten- 
ance of the Xerox machine, You are to contact the 
- technician for service,.. You-also are to continue -to 
monitor: the usage of these machines, keeping. ce ae 
- totals, io advising me of any excess charges. 


ox. Prepare: ad. maintain TEA Cede You. are ‘to. 
coueinae your system of monitoring the overtime expended . 
“by the Support Staff- and noting the reasons ° aca any .Sub- 
 Stantial | increase prs amount. thereof... ; 


ea ae Sieonote a ‘Continuing. Teron toae suaesplcie ‘and. 
smooth ‘flow of. business: into and.out | OE ay. ee 


3 aan Naaneaia he. strictest Soutidence- ‘on the sueeanee: 
of all office matters not intended . £Or release to the staff 
or other. COMP OnE: ; 


ie Route to: ens appropriate Support units 4neee 
matters/inquiries which you determine need not be handled 
by me. Since 80% of the incoming cable traffic is routed 
through Support to our various units, you will see that a 
timely distribution is made in order to allow the action 
officers to. Sorgen promptly. 


m. Prepare routine correspondence for ny Signature. 
3. AS a Secretary you will: 


a. Take dictation. and tran scribe correspondence 
originated by me. pe OK : 


. “db. eesays eel Sonuas calls and yisineks. Von Walt 
» ~-know when to SEES EUR e, a conference and. how to handle. 
ac, goneacess cases. ; or - 


Attend Support meetings and take ‘notes, as required. 


‘d. “Take dictation (cables usually) from other compon- 
ents located in other buildings and finalizing such corres- 
pondence for signature and release when time is of the 
essence. You will also be required to monitor.pnone calis 
at certain times, taking notes of conversation and trans- 
cribing. . 
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e. Know who's who im-the Division, DDO, DD/A and 
promote cordial relationship with these offices, 


Sy tues 


- - Chief, East Asia Support __ 
ACKNOWLEDGED:. - ee 


2 5H HOY sr 


“Tate 


ILLEGIB . : 
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